
CREDIT CARD ONLINE PAYMENT SYSTEM 
 

These instructions apply to individuals, business, Heath Departments, Vital Records and 
Environmental Health when processing payments for services/permits/licenses and 
paying by credit card or ACH check: 
 
 
1. Click on your Internet access Icon button. 
 

 
 

 
2. This will bring up your home Internet page.  Type http://www.scdhec.gov/ in the 

address field. 
 

 
 
 
3. This will bring up the SC DHEC Home page.  Click on the “Invoice Payment” 

button located under Quick Links. 
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http://www.scdhec.gov/


 
This will bring up the Invoice Payment Screen: 
 

 
 
4. Enter the invoice number in the Invoice Number field provided.     Example    
 “VR10001-5. 
 
5. Enter the amount to be paid in the “Payment Amount” field provided.   If the 

cents field is left blank, the system will zero fill.  If only one digit is entered in the 
cents field, the system will flag it as an error when you click on continue. 

 
6. If you only have one only invoice number to pay, click “Continue”.   If you have 

additional invoices to pay click “Add Invoices. 
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7. This screen provides the capability to add additional invoice numbers and 
payment amounts.   If you fill all boxes on this screen, click “Add Invoices” 
again.  Keep clicking “Add Invoices” until you have entered all of your invoice 
numbers and payment amounts.  Once you have finished adding your last invoice 
number and payment amount, click the  “Continue” button.   
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8. The top box reflects the “Total Invoices” entered and “Total Payments”.  If the 
total payments entered does not match what you have, then click the “Back” 
button.  If the “Total Payments” match, then go to the next step.  

 
9. Select the method of payment.   The system automatically defaults to “Credit 

Card/Debit Card”. If you want to pay by check, put the arrow on the mouse in the 
circle for check and click with the left button.   DHEC can only except debit cards 
that have the “VISA“, “Discover” or MASTERCARD” logo on them 

 
10. If the user selects the “Check” option on the Select Method of Payment screen 

and clicks the “Continue” button, the Checking Account Information screen 
displays. Users have expressed confusion when invalid field errors appear 
when entering any special, non-alphanumeric characters. A warning in red 
will appear above the information entry fields to explain that special characters 
are not permitted in the fields. 

 

 
 
 
 
11. This form authorizes SC DHEC to debit your checking account. 
  

 - 4 - 4



 
 
12. Enter the “Depository (Bank) Name” in this field. 
 
13. Enter the “Routing Number” as it appears on the left side of the check at the 

bottom. 
 
14. Enter the “Checking Account Number” as it appears on the bottom of the check. 
 
15. Add the “Name” as it appears on the checking account. 
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16. Once the information on this has been verified, click the “Continue”.  
 
17. If the user selects the “Credit/Debit Card” option on the Select Method of 

Payment screen and clicks the “Continue” button, the Credit Card Information 
screen displays. Users have expressed confusion when invalid field errors 
appear when entering any special, non-alphanumeric characters. A warning 
in red will appear above the information entry fields to explain that special 
characters are not permitted in the fields. 

 
18. Complete all the information on this screen.  When typing the name of the person 

do not use any punctuation.   When you get to the Card Type box, click on the 
drop down arrow and select the type of credit you are going to pay with.  DHEC 
only accepts VISA, MasterCard and Discover card.   Once you have 
completed all the information on this screen, click on the “Continue” button. 

 
 
 
 
19. Confirm the payment amount   If it is correct click on the “Pay Now” button.   If 

the payment amount is incorrect, click on the edit button and it will take you back 
to the payment screen.  
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20. If the amount is not correct click on the “Edit” button.  This will take you back to 
the credit card screen or the ACH check screen.   Once you get there you can click 
on the “Previous” button and the “Back” button until you get to the screen that 
you entered the invoice number and amount. 
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21. If everything is correct click on the “Pay Now” button. 
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22. This screen provides you the confirmation number.   Click on the print button 

and the system will print a receipt for the client.  Once you print this screen, 
then click on exit to get out of the system.   When you click exit it will take you 
back to the DHEC web page. 
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23. In the event that a reversal of the charge is necessary because the client did not 

receive the service or they decided that they didn’t want the service, you would 
need to call the Bureau of Financial Management at (803) 898-3460 to have the 
reversal done. 

 
This completes the procedures for processing credit card payment and check payments 
using the Online Payment System. 
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